Disaster and Emergency Procedures

Table of Contents
Emergency Chain of Command Contacts

Emergency Telephone Numbers
Disaster and Emergency Procedures


Rodent, Insect and Mold Infestation

Medical


Fire


Power Failure


Weather


Police



Disturbances



Vandalism


Bomb Threat


Evacuation of Building
Disaster Response Plan

Collection Priorities


Disaster Response

Recovery Preparation
Recovery Procedures

Damp Books and Minor Emergencies

Wet Books and Paper


Photographic Prints


Photographic Films 
Magnetic Tape Materials


Computer Equipment

Appendix A:  Emergency Map

Appendix B:  Bio-Hazardous Materials Clean Up

Appendix C:  Emergency Supplies

Appendix D:  Emergency & Supply Contacts

Appendix E:
Incident Report

Appendix F:  Building Maintenance Annual Checklist

EMERGENCY CHAIN OF COMMAND CONTACTS

All Bayliss Public Library personnel are responsible for activating emergency procedures.  In general, the chain of command should be used when an emergency is identified.  All sites should have a call list which is updated annually in case an emergency contact is needed.  The chain of command is as follows:
	TITLE
	NAME
	HOME PHONE
	CELL PHONE

	Director
	Ken Miller
	906-253-1490
	906-440-4843

	Assistant Director
	Susan James
	906-635-1647
	906-748-0586

	Office Manager
	Nancy Steinhaus
	906-632-3591
	906-630-3391

	
	Debbie Lehman
	906-635-9194
	

	
	Pam Flood
	906-632-0152
	906-440-2997

	
	Carolyn Person
	906-632-4146
	

	
	Amber Clement
	906-632-3415
	906-440-4902

	
	Ann Marie Smith
	906-495-1323
	906-748-6747

	
	Maggie Johnson
	906-635-9415
	906-322-1745

	
	Jennifer Lucas
	906-632-4405
	906-203-9028


EMERGENCY TELEPHONE NUMBERS

If one of the following types of emergencies occurs please call the applicable number.  In addition, contact the Library Director.  If the Library Director is not reachable follow the chain of command.

Emergency 







911

         (Fire, Emergency/Medical, or Police)

City Police







906-632-3344

Sheriff – Chippewa County





906-635-6355

Michigan State Police






906-632-2216









    Or 
800-793-1893


FBI – Marquette office





906-226-2058

          Detroit office (if no answer at Marquette)


313-965-2323

Poison Control Center






800-222-1222

DTE Energy (MichCon) gas emergencies only


800-947-5000

Cloverland Electric Cooperative




906-635-6800
Water Dept.







906-632-3531

                                                                  After hour emergencies
906-632-3344

Chippewa County Health Dept.




906-635-1566

Madigan/Pingatore Insurance Service (Auto-Owners Insurance)
906-632-5233









Fax
906-632-1612

DISASTER AND EMERGENCY PROCEDURES
Rodent, Insect and Mold Infestation

Many species of fungi and insects can damage library materials.  Mold will discolor and weaken paper and binding; insects, such as cockroaches and silverfish, attack paper, book cloth, starch paste, animal glue and leather bindings for their cellulose content; rodents, such as rats and mice, will also destroy many types of library materials. 

All cases of rodent, insect and mold infestation in library material should be reported to the Director or supporting staff, immediately.  The affected material should be isolated as soon as possible from non-affected material using sealable polyethylene “zip-lock” type bags.  Extreme care should be taken in handling this material as it can be harmful to humans as well as library materials. 

The Director or designated representative will contact the appropriate authorities for remediation.
Medical

Call 911 in the event of any serious injury.  

Staff members should exercise caution when administering first aid of even a minor nature, because of the safety of the injured individual and the potential liability of the staff member.  DO NOT move the injured person.

It is not advisable for staff to undertake more than keeping the sick or injured person comfortable and protected until medical help can be obtained.  Latex gloves are at the Circulation Desk and in the staff room.

Hazardous materials or bodily fluid spills must be cleaned up as quickly as possible.  Avoid transfer of infected areas; do not splash contaminated materials into the eyes, nose or mouth, or into any cuts, abrasions or open sores.  Please see Appendix B “Bio-Hazardous Materials Clean Up” for the Center for Disease Control’s recommendations for clean up.
The responding staff member will prepare an Incident Report for the Director who will follow up the report with inquiry as to the outcome of the incident, see Appendix E “Incident Report.”
Please see Appendix A “Emergency Map” for locations of First Aid Kits.

Fire

At the first indication of smoke or flame, investigate the situation to determine the location and extent of the fire.  Smoke detectors may set off the fire alarm.  Otherwise, pull the fire alarm located at the staff room doorways to the main library and/or call 911.  
If there are any doubts about the ability to extinguish the fire, secure and leave the area.  If the fire can be obviously contained by staff, proceed to do so.  Please see Appendix A “Emergency Map” for location of fire extinguishers.  Remainder of the staff should proceed with building evacuation; see “Evacuation of Building.”  
Remember these Fire Safety Tips:


Always report a Fire before attempting to extinguish it.


Always keep your back to your escape route.


Never attempt to extinguish a large fire.


When using a fire extinguisher remember the acronym P.A.S.S.

· Pull

· Aim

· Squeeze

· Sweep
Power Failure

In the event of a power outage, Library staff should locate patrons, check the bathrooms and monitor the desk area.  After determining the location of patrons, staff will gather at the circ desk for further instructions.  If it appears that the outage is longer than a few minutes, patrons will be requested to leave the building and the outside doors will be locked.  Computers should be shut down and all extra electrical devices should be turned off.  See Appendix A “Emergency Map” for flashlight locations.
The Director or designated representative will place a call to the power company informing them of the outage and possibly obtain an estimate of when the power will return.  The Director or designated representative may choose to close the library for the remainder of the day, depending on the nature of the outage.

Once the power has been restored the outside lights and boiler timers need to be reset, see Appendix A “Emergency Map” for locations.  Also, the Steere Room HVAC system will need to be restarted, using the remote.
Weather

When weather is so severe that it is negligent to remain open, the Director or designated representative will determine opening and closing times and the need to release employees.  Weather related warnings shall be monitored and appropriate steps taken to safeguard the public, staff and building.  The appropriate media outlets will be notified of any closures, i.e., radio stations and newspapers.
Police
Disturbances
The staff should use discretion as to when the police should be called and should not put the public or themselves in jeopardy during a disturbance.  

Inform the Director or designated representative as to the situation. The staff should make an effort to contain the situation and calm individual(s) involved until the police arrive.
The responding staff member on duty will prepare an Incident Report for the Director who will follow up the report with inquiry as to the outcome of the incident, see Appendix E “Incident Report.”
Vandalism

Vandalism includes but is not limited to the following: damaging or defacing the library building, furniture or equipment; damaging or defacing library books, such as tearing out pages, tearing out sections of pages, stealing library materials, writing in library materials; and smoking in the library.

Do not confront the vandal.  Inform the Director or designated representative, who will report to the City Police.
The staff person on duty will prepare an Incident Report for the Director who will follow up the report with inquiry as to the outcome of the incident, see Appendix E “Incident Report.”
Bomb Threat

If a suspicious object or package is found, call 911 immediately.

If an evacuation is necessary, follow the “Evacuation of Building” procedures.

If a staff member receives a call reporting a bomb threat, stay on the telephone as long as possible and WRITE DOWN as much of the following that can be obtained:
· When will the bomb explode?

· Where is the bomb?

· When was it planted?

· What does the bomb look like?

· What type of bomb is it?

The staff member receiving the threat should carefully WRITE DOWN the following information:

· The exact words of the caller.

· The explicit motive for the threat.

· The quality of the caller’s voice: does the caller sound young or old, male 
or female?  Does the caller have an accent?  Does the caller sound nervous, determined, etc.?
The staff member receiving the call should signal nearby employees to call 911 at once and alert the Director or designated representative to prepare for emergency evacuation of building.

The responding staff member on duty will prepare an Incident Report for the Director who will follow the report with inquiry as to the outcome of the incident, see Appendix E “Incident Report.”
Evacuation of Building

1. Make sure the Director and appropriate authorities are notified - 911.

2. Oversee the evacuation of the public from the building, checking all bathrooms, community room, Steere Room.  See Appendix A “Emergency Map” for Exit Locations.  

3. Remove yourselves from the building, meet at House of Bargains parking lot and account for all staff in the building.

4. Remain in the vicinity to help re-open the building when appropriate.

DISASTER RESPONSE PLAN
Collection Priorities

Priority One

Judge Joseph H. Steere Room



Storage Room 




Genealogy materials




Sault Evening News microfilm

Priority Two

Core collection materials; i.e., fiction, non-fiction, audio books, 



videos, children’s books, large print

Priority Three 
Materials that are not heavily used and that are not essential; 



i.e., paperbacks, puzzles, magazines, newspapers

In the event that a major disaster occurs, all computer files are backed up weekly and stored offsite.
Disaster Response
A major disaster in the library would necessitate the evacuation of all personnel.  In such a situation, actual recovery procedures to salvage the collections would have to wait until the building was officially declared safe to enter.    

If the building cannot be entered, meetings will take place at a designated location.  The Director, Insurance Agent and Bayliss Building Committee will meet with the Police and Fire Department officials for a status report on the situation, a determination of the extent of damage and when the building can be entered for recovery purposes. 

The Director and Bayliss Building Committee will enter the building to assess damage when entry to the building has been approved by fire and health officials.  High priority areas will be assessed first, followed by other affected areas.
Recovery Preparation
The Bayliss Building Committee will return to a designated Control Center and begin to plan a salvage operation for damaged materials.  The committee will:

· Establish priorities

· Develop and assign teams for affected areas, as well as volunteers
· Assemble supplies, see Appendix C
· Develop a schedule for implementation

· Define reporting mechanism and communication lines, including an established chain of command for recovery operations  
The Director will appoint an assistant to take minutes during all meetings, telephone for supplies and other necessities, organize deliveries of supplies, answer telephones and assist in the management of the recovery process from the Control Center, as needed.

Recovery Procedures
Damp Books and Minor Emergencies
Damp Books are defined as books that are not dripping water.  They can be wet around the edges or wet half-way through or just cool to the touch.  These materials can be AIR DRIED.
CAUTION:

1. All air drying MUST take place in a cool, dry place.  Warm humid air encourages mold and mildew growth, which can be more damaging than the original emergency.  Try to keep the temperature below 70° Fahrenheit and the relative humidity below 55%.  Use fans and dehumidifiers, if needed, to keep the air in the area circulating.

2. Keep the drying area clean by removing wet debris, such as wet carpeting and furniture, as soon as possible because they contribute to a humid environment.

3. Never try to reshape or force damp volumes open as this will cause harmful distortion.  They can be treated AFTER drying.

4. Sponge off mud and debris using clean water but ONLY if material does not have water soluble components, such as watercolors, runny inks, tempera and dyes.  Instead, air dry materials and brush off debris when completely dry.

5. Minimize handling of water-damaged books.  Paper and bindings are very fragile when wet.

If books must be packed up and moved to drying area:

1. Keep a written record of what volumes are in which box and clearly label each box.

2. Use 1 and 1.5 cubic foot, 200 test lb. cardboard boxes to pack-out and transfer damp books to the drying area.  

3. Wrap each book in one piece of unprinted newsprint; this will prevent colors bleeding into one another.  Precut sizes to save time.

4. Pack books SPINE SIDE DOWN IN A SINGLE ROW ON THE BOTTOM OF THE BOX.  This arrangement is very important!  Do not stack books or other materials on top.  Water-damaged materials will sag and distort especially under pressure, causing permanent deformities.

5. Seal box with packing tape and label contents with marker on all four sides as well as the top.

6. Stack 24-30 boxes (heaviest on the bottom, lightest on the top) on a shipping pallet.  Shrink-wrap entire pallet.  Try to wrap same classification materials together.

7. Keep a record of what books are drying where.

8. Stand books upright (head to toe) in well-ventilated drying area with fans or air conditioners to keep air circulating.  A book is completely dry when it is no longer cool to the touch.

9. While air drying, in the manner described above, the pages of some books may start to pull out of their covers under the extra water weight.  Turn these books over (head to toe, toe to head) every 30 minutes to evenly distribute the pull.

10. Especially damp books can be interleaved to remove additional excess moisture.  Place unprinted, clean flat paper towels every 20 or 30 pages; be sure to change toweling and alternate pages every 15 minutes to prevent distortion.  

11. Some books will dry distorted and misshapen.  This can be greatly reduced AFTER completely drying by placing volumes under light pressure or, in extreme cases, rebinding.

Wet Books and Paper

Wet Books are defined as books that are dripping water.  They are extremely fragile and must be handled carefully as pages can easily fall out and covers can separate from the text block.

Wet Books should be vacuum freeze dried by a professional, in the case of a major emergency.  Vacuum freeze drying dries the material with the least distortion as the water goes directly from the liquid to gaseous state (vapor) without passing through the solid state, i.e., ice never forms.  Meat freezers and household freezers do allow ice to form and consequently are not adequate.  See Appendix D for Vacuum Freeze Drying Services.
CAUTION:
1. Control the environment.  Warm humid air encourages mold and mildew growth which can be more damaging than the original emergency.  Try to keep the temperature below 70° Fahrenheit and the relative humidity below 55%.  Use fans and dehumidifiers, if needed, to keep the air in the area circulating.

2. Before starting any pack-out procedures, know what the damaged materials are.  Specifically, glossy paper (like magazine paper, art books, etc.) is not salvageable after 5-6 hours in water, as the inks run and the pages become irrevocably stuck together.  Move on immediately to concentrate on salvageable material.  Leather and vellum bindings are extremely fragile and should be rescued early or not at all.

3. NEVER try to reshape or force wet books open, as this will cause harmful distortion or further mechanical damage.  Do not remove damaged covers; books can be rebound or treated AFTER they are dry.

4. Sponge off mud and debris with clean water but ONLY if the material does not have any water soluble components, such as watercolors, runny inks, tempera or dyes.  Such material should be freeze dried and cleaned when dry.

5. DO NOT OVER PACK BOXES!  The box will be too heavy to move.  The freezing process works well only if it is slow and uniform.  Over-packed boxes will prevent books on the inside from drying at the same rate as those near the outside.  Books must have room to swell during freezing.

6. Minimize handling of wet books.  Paper and bindings are very fragile when wet.

Procedures:

1. Keep a written record of what volumes are in which box and clearly label each box.

2. Use 1 and 1.5 cubic foot, 200 test lb. cardboard boxes to pack-out and transfer damp books to the drying area.  

3. Wrap each book in one piece of unprinted newsprint; this will prevent colors bleeding into one another.  Precut sizes to save time.

4. Pack books SPINE SIDE DOWN IN A SINGLE ROW ON THE BOTTOM OF THE BOX.  This arrangement is very important!  Do not stack books or other materials on top.  Water-damaged materials will sag and distort especially under pressure, causing permanent deformities.

5. Seal box with packing tape and label contents with marker on all four sides as well as the top.

6. Stack 24-30 boxes (heaviest on the bottom, lightest on the top) on a shipping pallet.  Shrink-wrap entire pallet.  Try to wrap same classification materials together.

7. Ship books to vacuum freeze dry facility in refrigerated or freezer trucks to prevent mold growth.  Keep careful records of shipment contents and dates.
Photographic Prints
Most photographs can be saved from water and smoke damage, but not fire damage as the emulsion layer will melt from the heat.  The following salvage procedures apply to photographic prints only.  

CAUTION:
1. Only freeze photographs if they can be professionally dried, as ice crystals may rupture the emulsion layer leaving marks on the film.

2. If you must freeze, use a BLAST FREEZER (see Appendix D for Vacuum Freeze Drying Services) which will freeze quickly forming small crystals.  Small crystals will cause less damage than large crystals in the drying process.

3. When handling photographs, always do so at the edge as the emulsion layer will suffer damage easily.

If a small number of photographs are water damaged, they can be treated in-house; if the situation is more serious, like smoke damage or staining, consult a professional photograph conservator (see Appendix D for Photograph and Sound Conservation).

Procedures:

1. Retain all bibliographic information.

2. Try to separate photographs from one another ONLY if the emulsion layers (image side) are not sticking to each other.

3. If a damaged photograph is in a frame, attempt to remove it only if the emulsion layer is not stuck to the glass; if so, leave the photograph in place and contact a professional photograph conservator.

4. Rinse muddy photographs in COLD CLEAN RUNNING water.  Because items must remain wet prior to air drying or blast freezing, some damaged items may need short-term immersion in COLD CLEAN RUNNING water contained in trays, or large plastic containers (not metal as the chemicals may react).  Agitate the water periodically and remove to dry after 30 minutes.  If necessary, most non-color photographic processes can withstand immersion in water for up to 72 hours without serious damage.  Color photographs can only be immersed in water up to 48 hours before the colors start to separate.

5. Remove photograph from the clean water and place it IMAGE SIDE UP on a rigid support like Plexiglas, glass or stiff cardboard.

6. Tilt the photograph (on the support) to allow excess water to run off.

7. Spread the photographs out face up on clean blotting paper or paper towels to air dry in a clean dry area.  Some photographs will curl when drying.  Consult a photograph conservator to flatten them after they are dry.
Photographic Films 
Photographic Films include all types of processed films such as microfilm, microfiche, photographic film, slides and movie reel film.

In most cases of fire, the extreme heat of the flames will damage microfilms beyond repair, i.e., they will melt.  Smoke and water damaged materials, however, can be salvaged.  For major and minor emergencies, follow the instructions below.  In extreme cases, the instructions below will stabilize the material until professional help is available.  Microfilm and movie reel film are very difficult to handle and are best handled by a photographic film reprocessing company (see Appendix D Document Reprocessing Services).
CAUTION:
1. Never let water-damaged photographic film materials dry out.

2. Handle wet photographic films very carefully, touching only the edge of the film.  When wet, the emulsion layers of photographic films soften and are very fragile and can be easily damaged.

3. Handle dry photographic films with white cotton gloves.

Procedures:

1. Remove microfilm and roll film from their containers and their reels.  Remove format films from their sleeves.  If film cannot be separated from sleeves, enclosure, or each other, soaks them as instructed below before trying to separate them.  If possible, try to retain labeling/cataloguing information for identification purposes later.
2. Transfer the film into large PLASTIC garbage containers filled with COLD CLEAN water, preferably running water.  If running water is not available, agitate water periodically.  Change the water when it becomes warm or dirty.  Wash for 30 minutes.  If necessary, photographic films can stay in water for up to TWO DAYS without damage.

3. Black and white films should be dipped, or rinsed in a wetting solution such as Kodak Photoflo.  Color slides and transparencies should be rinsed for 10 to 15 seconds in Kodak E6 stabilizer.  Color negatives should be rinsed for one minute in Kodak C41 stabilizer.

4. After rinsing, dry at room temperature in a dust-free area.

5. Or, contact a professional photographic film reprocessing company as soon as possible (see Appendix D).

Magnetic Tape Materials
Magnetic Tape materials include audio and video cassettes, and floppy disks.   Most magnetic tape material is fairly heat resistant, able to withstand up to ONE HOUR in 200 Fahrenheit without severe damage.  Prolonged exposure to water, however, is very damaging as it causes leaching of the chemicals that adhere the tape to the film base.  It is possible but very difficult to clean a dirty damaged tape and the quality will be severely sacrificed.

Floppy disks can be salvaged, but as a general rule, the more advanced the technology, the less the chance of recovery.

CAUTION:
Never try to run damaged or wet tape on a regular tape drive.

Procedures for Fire and Heat Damage:

1. Clean dirt, ash and smoke residue from the containers and wraparounds before opening the container.

2. See Appendix D for further restoration companies.
Procedures for Water Damage:

1. Move all tapes out of standing water.

2. Check labels to be sure they are legible.  Replace those that are not legible, or use a wax crayon to identify them.

3. Quickly open, check and drain any water that may have entered the tape canisters.

4. Wet tapes must be hand dried and stored for 48 hours in a stable environment before running or winding on a tape drive.

5. See Appendix D for further restoration companies.

Computer Equipment
In the event of a loss of computer equipment, contact Upper Peninsula Region of Library Cooperation.

If the building is being evacuated, the following actions should be taken:

Procedures:

1. “Save” work being done on systems and close files.

2. Turn off workstation and peripherals.

Appendix A

[image: image1]

Appendix B
Bio-Hazardous Materials Clean Up

1. Contain blood/body fluid spills by creating a barrier around the perimeter of the spill with an absorbent compound such as kitty litter, diatomaceous earth, sand, or even salt.

2. Carefully pre-treat (spray) the affected area with an appropriate detergent such as a mild detergent solution, 1 teaspoon dishwashing liquid to one quart of cool water.  Allow approximately 10 minutes of dwell time for the disinfectant to work.
3. Blot up treated blood/body fluid spill with paper towels immediately after, placing contaminated towels in a plastic bag and sealing it carefully.
4. Extract blood/body fluids from carpet using the following procedure:
a. Initially, extract excess blood/body fluids using well-controlled water flow and wet vacuuming.

b. Next, rinse the carpet by thoroughly wetting the contaminated area with cool water and suctioning it up with a wet-dry vacuum, or a professional or home hot-water extraction carpet-cleaning machine.
c. Do not permit fluids to migrate beyond their initial boundaries during the extraction process.
5. After the initial containment, vacuuming, disinfectant treatment and pre-rinse extraction, affected areas should be completely and thoroughly saturated with an appropriate disinfectant solution.  Standard EPA-registered chemical germicides, used according to label directions, can rapidly inactivate most pathogens of concern.  Note that some standard germicides can damage carpet dyes or fibers, especially those containing chorine bleach.

6. To prevent damage to carpet components, one of the following agents is recommended as an effective disinfectant solution:

a. 70 percent alcohol (isopropyl)

b.  3 percent hydrogen peroxide

c. Two tablespoons of household ammonia to two cups water

7. A dwell time of 10-20 minutes is required for the disinfectant to have its full effect on the pre-rinsed carpet.
8. Following disinfectant treatment, the affected carpet area must be saturated a second time with an appropriate detergent (neutral carpet cleaner/shampoo or 1 teaspoon dishwashing liquid to 1 quart cool water).  Do not use dishwashing liquids containing soil-attracting lanolin or hand lotions.
9. Allow approximately 5-10 minutes of swell time for detergents to work.

10. Thoroughly flush affected carpet areas multiple times with water and extract it with a wet-dry vacuum or hot-water extraction cleaning machine until excess moisture, detergent and residue is removed, and the carpet is no longer saturated.

11. Force-dry damp areas.  Use fans that pass air directly over the damp carpet.  Dry the carpet within 8-12 hours maximum.

12. Thoroughly clean and sanitize all equipment used in cleaning up bloody/body fluids before storing them for future use.
Failure to follow the recommended steps in sequence merely dilutes the contaminations while adding excess moisture that encourages microorganism development and amplification.  This may result in future odor and sanitation problems.

Treat all absorbent compounds, towels, and extracted wastewater as hazardous medical waste, following workplace safety guidelines.  Place all contaminated solid material in plastic bags, sealing and properly labeling them with a biohazard label, or use red bags.  Dispose of the bags as infectious waste in accordance with all applicable OSHA, state and/or provincial safety and health regulations.  Dispose of extracted wastewater in a sanitary (treated) sewage system only.

Finally, after removing personal protective equipment and cleaning or disposing of it properly, wash your hands and all exposed skin surfaces thoroughly with soap and water.
Appendix C
Emergency Supplies
	Item Description
	Quantity

	Alcohol (isopropyl)
	

	Ammonia
	

	Bleach
	

	Brooms
	

	Cardboard boxes, 1 or 1.5 cubic feet, 200 test lb., flattened
	

	Dehumidifier
	

	Dishwashing liquid
	

	Disposable camera
	

	Extension cords, 12 ft.
	

	Fans, electric
	

	First Aid Kit, 10-15 people
	

	Flashlight with extra batteries
	

	Garbage container, large plastic
	

	Garbage bags
	

	Hydrogen Peroxide
	

	Kitty Litter, Sand or Salt
	

	Markers, permanent
	

	Mops
	

	Newsprint, unprinted
	

	Note paper
	

	Packing tape dispenser, loaded
	

	Packing tape
	

	Paper towels, unprinted
	

	Pens
	

	Plastic bags (Zip-lock)
	

	Plastic buckets
	

	Plastic gloves, disposable vinyl
	

	Plastic sheeting, 4 mil.
	

	Absorbent pads
	

	Sponges
	

	Wet/Dry vacuum
	

	White cotton gloves
	


Appendix D
Emergency & Supply Contacts

Hardware Stores
Lock City Home Center

499 W. Spruce St.

Sault Ste. Marie, MI  49783

phone:  (866) 588-5695

Parker’s Ace Hardware

819 Ashmun St.

Sault Ste. Marie, MI  49783

phone:  (906) 632-3201

Soo Builders’ Supply Co.

705 Johnston St.
Sault Ste. Marie, MI  49783

phone:  (906) 632-3384

Supplies
Archivart® Products for Conservation and Restoration
40 Eisenhower Dr. 
Paramus, NJ 07652
phone:  (800) 804-8428 
fax:  (888) 273-4824

Gaylord 

P.O. Box 4901

Syracuse, NY 13221-4901

phone:  (800) 448-6160

fax:  (800) 272-3412

The Hollinger Corporation 

P.O. Box 8360 

Fredericksburg, VA 22404-8360 

phone:  (800) 634-0491 

website:  www.hollingercorp.com 
University Products, Inc.

P.O. Box 101

South Canal St.
Holyoke, MA 01041

phone: (800) 628-1912

fax:  (800) 532-9281

(Unprinted newsprint)

The Evening News

109 Arlington St.

Sault Ste. Marie, MI  49783

phone:  (906) 632-2235

(Plexiglas)
American Glass & Mirror

3273 S. M-129

Sault Ste. Marie, MI
49783

phone:  (906) 253-2284

The Safety Equipment Store

2440 Schuette Dr.
Midland, MI 48642

phone:  (888) 223-7233

fax:  (888) 200-9320

Munters Corporation
79 Monroe St.
Amesbury, MA 01913
phone:  (800) 686-8377
website:  www.munters.com

Vacuum Freeze Drying Services

Belfor
185 Oakland Ave. Suite 300
Birmingham, MI 48009-3433
phone:  (248) 594-1144
fax:  (248) 594-1133
email: info@us.belfor.com
website:  www.us.belfor.com
Photograph and Sound Conservation
Eastman Kodak Company

343 State St. 
Rochester, NY 14652 5122
phone:  (800) 242-2424
Document Reprocessing Services

BMS Cat 

Blackmon-Mooring-Steamatic Catastrophe, Inc. 
303 Arthur St.
Ft. Worth, TX 76107 
phone:  (800) 433-2940
fax:  (817) 332-6728
website:  www.bmscat.com

Book and Paper Conservation

American Institute for the Conservation of Historic and Artistic Works

1156 15th St. NW, Ste. 320
Washington, DC 20005
phone:  (202) 452-9545
fax:  (202) 452-9328

James W. Craven 

Bentley Historical Library 

1150 Beal Ave.

Ann Arbor, MI 48109-2113 

phone:  (734) 764-3482 [call for appointment]
email: jwcraven@umich.edu 

Northeast Document Conservation Center

100 Brickstone Square
Andover, MA 01810-1494

phone:  (978) 470-1010

fax:  (978) 475-6021
Other Professionals
LSSU 

Kenneth J. Shouldice Library

650 W. Easterday Ave.

Sault Ste. Marie, MI  49783

phone: (906) 635-6841

Chippewa County Historical Society

115 Ashmun St.

Sault Ste. Marie, MI  49783

phone: (906) 635-7082

Appendix E 
INCIDENT REPORT

Name:

Address:

Telephone Number:

Gender:

Age:

Nature of Incident: (including where, when, how, cause and result if known)

Officially Reported To: (police, fire, ambulance)

Witnesses: (Name and Telephone Number)

Staff Notified: (Time and Date)

Insurance Company Notified: 

Outcome of Incident:

Staff Reporting:

Appendix F

Building Maintenance

Annual Checklist

Fire Extinguishers
Emergency Lights


Flashlights 


Batteries

Emergency Supplies
Smoke Alarms

Electricity

Heating System
Cooling System
Bathrooms

Windows

Doors

Sidewalks

Parking Lot
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